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28 September 1951

OFFICE OF wmﬁmgxmm OATER NO. LeS1

SUBJECT: Persomnel Premotion, totation and Assigmment Beard, Establisiment of

1. Communtcations Memcrandum No. 18-51 as emended by memoranduwn of 16
July 1951 ie hereby rescinded.

2, iffestive this date thers is established in the CGffice of Communications
3 Persesnel Promotion, iotation amd Assigmment Beard charged with respoasibility
for advising the issistamt Nirector for Cormunications {n matters rega:iing the
promotion and retation of civiliam sad military personnel assigned te communieatiors
duties {n the Central Intellipence Agency. Respomsibility for records and current
astions of previsus boards will be assumed by this Board.

3« The following Communications Officers will serve on this Zosrd:

25X1A9a
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L. In order to allow effsctive advance scheduling for the rotsticn assigmment
and prometien of perssanel, the Board will maintatn or cause to be malstained by
the administrative staf” the fellowing information: _

a. Table of Orcanization for the Office of Communic:tions ineluding
personnel assigrments.

b. 4 table of positions im order of responsibility.

8. A file covering current pesition deseriptions imcluding qualifestions
srd sourees of persomnel.

d. Gvaluation or data for evaluation of eagh individual assigned to the
Office of Communisations. This rile shall include data orn education, experience,
qualifieations, perfornsnce of duties and a log of igemsy ratings by sgperior
officers.

e. Information on each euployee desoribing military status, bSrth date
and assignment preflerence.

£« Priorities for the fillimg of vacant positions {to be estetliehed on
rejuest of administrative staff by the Office, NMyision or Zranch Chiel soncerned; ,
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g+ BSeven months in advanse of the end of a tour of duty the administrative
staff shall provide the following imformation on each smployes:

(1) Assiznment recommendation by the chief comcerned.

{(2) Trailning reseumendstion by ghief concermed snd by the Chief,
Training Branch. .

(3) Assiynment preferences to be sutmitted by the emplayee.

he HNames of Feadquarters persennel svallable ond qualified for assignment
ovarsess shall be forwarded to the administrative staff on s gontinuing basis seven
months in advanee of the date for reassignment.

i» 2 Xardex file listing of persomnel eligible for retation, reassiznment
or prometion based on the seven months lesd time moted under &,

5« Information contained in personnel rascords snd riles will be handled im
agcordance with Azsney rervlations.

6. Board actlons shall be limited to resonmendations on traasfers snd pro-
motions covering pee'tions grade (S-13 and below.
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